Travel & Expense Account
Transmittal Sheet

After Approval, Mail Receipts To

Parks and Recreation
P.O. Box 942896.
Sacramento,CA 94296

DIRECTIONS FOR SUBMISSION

'

Employee Name COLEMAN, Ruth

Expense Dates’  05/13/09-05/15/09

Total Expense Amount _1599.52
Amount Due Employee  242.32
FormID _TEA000466544

1. Attach the following receipts, and other appropriate documentation to this Transmittal Sheet.

Date
1) 05/13
2) 05/14
3) 05/14
4)" "05/15
5) 05/15

Expense Item
O/S Lodging

O/S Incidentals
O/S Lodging

O/S Incidentals
O/S Parking, Auto

Amount
47.61
6.00
47.61
6.00
27.00

If not submitted - Explain

2. Forward Transmittal Sheet and attached documentation through your épproval process.

Exception

1) #A6 DPA required Travel

Document of Prior Approval required for Out of State |yeo

Expense Rule Exception Response
: Receipt and travel itinerary required for this expense
1) |ER Department Policy #1 o p q P
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Travel & Expense Account

Summary

Employee Name
Expense Dates
Report Name

vipaot:

Ry

Trip/Expense Category

Ruth COLEMAN
05/13/09-05/15/09
NASPD May 09

R,

Request Total §  1599.52
Direct Charge Total - 135720
Travel Advances - 0.00

Net Due Employee = 242.32

Total Amount

Reguiar Travel

NASPD

1599.52

NOTE: (d)=Direct Charge

Ref: TEA000466544
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DATE Mo ME?‘% Moy 15

O/S Lodging 47.61 47.61

.|O/S Dinner 18.00 18.00 18.00 54.00
O/S Lunch 10.00 10.00 *10.00 30_00
Simeagey o 6.05 8.05 1210
o/s Breakfas.t 6.00 6.00 12.00
O/8 Incidentals 6.00 6.00 12.00
g’Parking, Auto 27.00 27.00
g;(;gwercial Air . 1357.20 1357.20
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Travel & Expense Account

Summary & Detail
Trip/Expense Category Trip Name  Date Expense Item . -Amount Payment Type
Regular Travel NASPD 05/13/09 O/S Lodging 47.61 Cash
Regular Travel NASPD 05/13/09 O/S Dinner , 18.00 Cash
Regular Travel NASPD 05/13/09 O/S Lunch 10.00 Cash
Regular Travel NASPD 05/13/09 O/S Mileage, Personal Auto 6.05 Cash
Regular Travel NASPD 05/14/09 OfS Breakfast 6.00 Cash
Regular Travel NASPD 05/14/09 O/S Lunch 10.00 Cash
Regular Travel NASPD 05/14/09 O/S Incidentals 6.00 Cash
Regular Travel NASPD 05/14/09 O/S Dinner 18.00 Cash
Regular Travel NASPD 05/14/09 O/S Lodging 47.61 Cash
Regular Travel : NASPD 05/15/09 O/S Dinner ‘ 18.00 Cash
Regular Travel . NASPD  05/15/09 O/S Breakfast 6.00 Cash
Regular Travel NASPD 05/15/09 O/S Lunch 10.00 Cash
- Regular Travel NASPD 05/15/09 0/S Incidentals 6.00 Cash.
Regular Travel NASPD 05/15/09 O/S Parking, Auto ‘ 27.00 Cash
Regular Travel NASPD 05/15/09 O/S Mileage, Personal Auto 6.05 Cash
Regular Travel » NASPD 05/15/09 O/S Commercial Air Fare 1357.20 Direct Charge

\
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Travel & Expense Account

Summary & Detail

Subject

Comment

O/S Commercial Air Fare on
05/15/09 for 1357.20

Airfare has been reimbursed by National Association of State Park Directors, check no. 1189 padi to CA State

Parks and submitted to DPR -’Accounting
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